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COMMANDMENTS on HUMAN RELATIONS 











Thou shalt love people—not just use them. 
Thou shalt develop their understanding. 
Thou shalt compliment more than criticize. 
Thou shalt not argue. 

Thou shalt not get angry. 

Thou shalt be kind. 

Thou shalt have a sense of humor. 

Thou shalt smile. 

Thou shalt cooperate more than oppose. 


Thou shalt go to school to broaden thy knowledge 
and help thee understand people. 


Dr. Cart S. WINTERS 





The IBM Electric: Its beauty is just a bonus 
































JUNE, 1960 VOLUME 20 NO. 6 





President 
Mrs. Evelyn G. Day, 514 South Main Street, 
Middletown, Ohio 


Northwest Vice President 
Mrs. Winifred L. Hillyer, 3301 West 24th 


Avenue, Denver I1, Colorado 


Southeast Vice President 
Mrs. Elizabeth T. Roper, 734 Oberlin Road, 
Augusta, Georgia 


Northeast Vice President 
Carolynne J. Schutz, 238 Main Street, Buf- 
falo, New York 


Great Lakes Vice President 
Ruth Gallinot, 444 St. James Place, Chicago 
14, Illinois 


Southwest Vice President 
Margaret McCormick, 6050 Pernod, St. 
Louis 9, Missouri 


Secretary 
Mrs. Marie Starr, 709 Northeast I5th Ave. 
Fort Lauderdale, Florida 


Treasurer 
Olive M. Porter, I! Stockwell Road, Edge- 
moor Terrace, Wilmington 3, Delaware 


Executive Secretary 
Gladys Vedros, 1103 Grand Avenue, Kansas 
City 6, Missouri 


PUBLICATION OFFICES 


Saml Dodsworth Company, 412 West |Oth, 
Kansas City 5, Missouri, Telephone: Victor 
2-1688. C. D. Barton, President; Charles 
Small, Production Manager; William Shock- 
ley, Advertising Manager; Larry Weather- 
man, Art Director. 


The Secretary is published monthly by The 
National Secretaries Association (Interna- 
tional). Second class postage paid at Kansas 
City, Missouri. 


ADVERTISING OFFICE 

William H. Tindall, 30 Church Street, New 
York 7, New York, Telephone: BEekman 
3-6672. 


SUBSCRIPTION AND CIRCULATION 
OFFICE 


The National Secretaries Association (Inter- 
national), 1103 Grand Avenue, Kansas City 
6, Missouri. 


Subscrivtion rate $3.00 for one year. Single 


copies 25 cents each. 


Opinions expressed by authors herein are 
not necessarily those of the Association. 

















OFFICIAL PUBLICATION of THE NATIONAL SECRETARIES ASSOCIATION (International) 


1103 GRAND AVE. e KANSAS CITY 6, MISSOURI e SUITE 410 
THIS ISSUE 
Features 
Benefits of NSA Membership 
by International Education Committee 6 
Are You Looking for a Better Job by Claire White, CPS... 7 
In Search of Social Maturity by Peter J. Hampton . 14 
Applied Secretarial Training by Mrs. Shirley D. Gosney, CPS 18 
A Mark of Maturity by Alvin H. Goeser__. oa ae 
Avoid Complications in Airship by James D. Headers. 23 
Secretarial Jobs With ICA Overseas _.. 24 
A Chapter President Speaks on Talent by Dee M. pny . 26 
Secretaries Appreciation Night by Beverly Shelly ___. 2 
“Words” The Tools Of Speech by George W. Love _............... 30 
News 
Dateline: Pittsburgh, July, 1960 by Patricia J. Denhart __.. 10 
1960 SOTY Contest by Grace Dormire ——________ 12 
2 SSG. a nee eae ARS ene Me iy. Ace eae ee aeennc ee eee 16 
NSA Headquarters Sustnsenatlien by Gladys Vedros ___._.......-.. 20 
PCRS: 2 EE tn Re ore 28 
Directory Changes and Additions -__...__._---..-------__-__---- 32 
Departments 
. Every Man a Debtor to His Profession . . .” 
by the International Board of Directors 
CG, Lema ee 25 





Copyright 1960, The National Secretaries Association (International) 


EDITOR 
Mrs. Shirley Englund, 10214 Crane Road 
Phone SO 1-0264 
Kansas City 34, Missouri 


ASSOCIATE EDITOR 
Mary Cleeton, 922 East Linwood 
Kansas City 9, Missouri 




















ELECTRAMAELIC ... the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone anawma -KHeavel 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 


has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 
Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMESAVER” COURTESY CARBON COPY 


MANIFOLD SUPPLIES CO. 
Brooklyn, New York 








Mrs. Elizabeth Roper 


Carolynne J. Schutz 


Your International 
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Board.of Directors 


“©... Every Man a Debtor 


to His Profession Pe ts 


Webster defines a convention as “. . . a body of dele- 
gates, representatives, members or the like periodically 
convened for a common purpose.” This would seem 
to describe our 15th Annual International Convention 
to be held in Pittsburgh, with the qualification that we 
hope to have many delegates and members convening 
for a number of benefits. 


One of the “fringe benefits” of your membership in 
NSA is the privilege of attending our annual con- 
vention and of meeting members from throughout the 
Association. After attending her first convention, one 
of our members stated “I will long remember my first 
NSA Convention . . . the ‘esprit de corps’ which 
seemed to exist gave me the feeling I had joined a 
really powerful and great association. Attending an 
NSA Convention is just like receiving a shot of en- 
thusiasm—and I am convinced we all need it at one 
time or another.” 


“ 


According to a regular convention goer: “. . . at con- 
ventions you learn about the real functioning of NSA 
and what it is really about . . . you have the oppor- 
tunity to talk with members, to hear their views and 
learn their side of the NSA story. The more you learn 
about your organization the more enjoyable it is to 
belong. I, for one, would not be satisfied to belong if 
I did not know at least partly what makes up our 
wonderful organization and the wonderful people who 
are a part of it.” Comments such as these are truly 
rewarding to the many members who put forth their 
time and energy to plan and execute the conventions. 
And Pittsburgh is no exception. 


In addition to the opportunity of learning from the 
experiences of others, and of sharing ideals and ex- 
changing ideas, there will be the opportunity to visit 
the exhibits and to see the latest in equipment and 
materials which will become a part of your working 
day. Because you are inquisitive enough to take time 
out to learn, you are big enough to do a good job. You 
will gain ideas to make you a more effective and more 
efficient secretary. The forums are planned with you 
in mind. They will be enjoyable as well as being edu- 
cational and cultural. 


Whatever your interest may be—educational, social 
or cultural, you will be sure to find it in Pittsburgh at 
the 15th Annual International Convention, the best 
convention yet. 


See you there! 
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Remington 










creates the new Standard for typing perfection 


Leave it to Jane! She knows a honey 
of a typewriter when she sees one. 
But frankly, what typist wouldn’t be 
tickled pink to see the fresh, fancy- 
free styling of the new REMINGTON 
STANDARD®? 

It breaks with the past, completely. 
New touch, new margins, new colors, 
new precision controls, new gliding 
carriage, new FOLD-A-MATIC con- 
struction. What top secretary—or her 
boss—could ask for anything more? 




















Write today for folder R9041 
describing the new REMINGTON 
STANDARD. Address Room 1605, 
315 Park Ave. South, New York 10. 
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BENEFITS OF NSA MEMBERSHIP 


Released by International Education Committee 


@ Let us each pause long enough to 
consider and appreciate the member- 
ship we hold in NSA. The objective 
of our Association is to elevate the 
standards of secretarial performance 
through continued education of the 
employed secretary and through pro- 
motion of our major program, the 
Certified Professional Secretary ex- 
amination. Active participation in 
NSA promises “To Open More 
Doors” to us and provide oppor- 
tunities for new experience and pro- 
fessional growth. Our Association 
brochure lists as some of the bene- 
fits the following: 


Opportunity for Continued 
Education 


The opportunities for continued 
education are numerous, and we 
have but to take advantage of them. 
They include workshops or semi- 
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nars, home study courses, chapter 
discussion groups, courses given by 
colleges and universities designed for 
the working secretary and for those 
studying for the CPS examination, 
and sometimes special series in line 
with our specific requests. Some 
chapters have had programs for at 
least one or two of their meetings 
which were centered around some 
phase of liberal arts. This variety 
should enable every member to take 
advantage of the type of course of 
her choice. 


Affiliation With Others Engaged 
In the Same Profession 


The common professional back- 
ground of NSA members allows a 
wonderful opportunity for the ex- 
change of ideas and creates a keen 
awareness that each of us is a vital 
part of an association of inter- 


national scope, all striving toward a 
common goal. 


Participation in Leadership 
Training Programs 

Here each member has a golden 
opportunity to render service to her 
chapter and at the same time learn 
through doing. In active service the 
NSA member who has not yet had 
the responsibility of planning a 
meeting or workshop of any kind 
will find it both interesting and 
worthwhile to serve her chapter 
either as a committee member or as 
a chairman. The countless details 
which all go toward making the oc- 
casion of a meeting or workshop run 
smoothly provide excellent expe- 
rience for those assisting in the work. 


(Continued on Page 26) 
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Ayre You Looking for a 
Better Job? 


by Claire White, CPS 


(Reprinted from “Big D Hi-Lites” 
Big D Chapter, Dallas, Texas) 


@ There has always been a tremen- 
dous gap of time, experience, and 
know-how between the privileged 
creature who presides in the com- 
pany president’s ante-room . . . and 
the woman with just a smattering of 
office procedure. But the nice thing 
about the gap is that it is more demo- 
cratically bridgeable than almost any 
other employment gap you can name. 
Not by pull, not by your family’s 
position, not by any costly profes- 
sional education, not by looks or 
lure can the secretarial heights be 
scaled. Such factors may be helpful 
in minor ways—at various times— 
but when the chips are down, ability 
and nothing else is decisive. 

Ali-around ability is crucial, be- 
cause there is just no such thing as 
an incompetent private secretary to 
an important executive. The execu- 
tive himself may be a fraud or a 
front, letting someone down the line 
do his work while he takes the bows. 
But no one else will do the secre- 
tary’s job for her. No one will cover 
for her. No one will accept the buck 
she passes. She stands or falls en- 
tirely on her own compeience. 

If you are ambitious for a secre- 
tarial job at the executive level, then 
look to these seven general areas of 
your professional behavior and apti- 
tude: 

1) Perfect your techniques; 

2) Know your company; 

3) Broaden your general knowl- 

edge; 

4) Make a good impression with 
assurance and poise; 

5) Get along with people; 

6) Tackle the extras; 

7) Cultivate the secretarial virtues 
of discretion, diplomacy, second 
sight, timing, endless patience. 

The secretary is the indispensable 
quiet competent woman who guards 
the confidences, allots the time, inter- 
cepts the visitors, orders the affairs, 
and adroitly adapts herself to the 
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moods of the top man in the execu- 
tive suite. The qualities that indus- 
try wants in its secretaries are the 
same ones wanted for engineers, 
chemists, or technicians: 

INDISPENSABLE QUALITIES: techni- 
cal ability, responsibility, personal 
integrity, aggressiveness, understand- 
ing of human relations. 

ESSENTIAL QUALITIES: responsive- 
ness, adaptability, perspective, lead- 
ership and organizational ability. 

IMPORTANT QUALITIES: ethics, cost 


consciousness, confidence, efficiency, 
optimism. 

Are you looking for a better job? 
Ask yourself these questions: 

What has held you back? 

What is your objective for this 
week, this month? 

What are your strongest and weak- 
est points? 

What are your plans for increasing 
your knowledge of your job? 

Do you think your present job is 
suitable to your talents? 





_ 


in her Day 


Bui Modern Times 
brought this 
welcome change 


and A.W.FABER 
GRASER STIK- 


The original grey eraser point 
—always best for erasing. 





This slim, trim white-polished beauty 
is shaped and sharpens like a pencil. 
With ERASERSTIK you ERASE WITHOUT 
A TRACE. You remove a single letter 
without smearing the rest of the 
word. Banishes ‘‘ghosts” and sloppy 
strikeovers. Many a girl has been ele- 
vated to a better job with more money 
because she had the good sense to 
usé ERASERSTIK. Why not you? Sold 
at all good Stationers. With brush, 
20c. Today? 


A.W.Faber-Castell 


Pencil Co. Inc., Newark 3, N. J. 
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SAPHIR Hand Sharpener 


works like magic. Gives you 
the correct point on your 
ERASERSTIK—then stops 
sharpening. If you use one, 
you need the other. Ask your 
Stationer. 


seueems 


SRASERSTIK CRU SERVICE) usa.7099 - 








Insist on the original and gen- 
uine ERASERSTIK by regis- 
tered trademark. Shaped like 
a pencil, it sharpens like a 
pencil to any style point you 
prefer—blunt, medium or 
slender. 


: AW. FABER at 
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Test Centers 

@ The number of applicants for the 
1960 CPS examination was slightly 
higher than last year. The number 
of test centers for 1960 was 81 as 
compared with 68 last year. This in- 
crease is caused by the wider geo- 
graphic distribution of candidates 
and the need for more centers in 
states that have had increases in 
applications beyond the facilities of 
established test centers. The exami- 
nation was given in 36 states, Dis- 
trict of Columbia, Puerto Rico, and 
Canada. Twenty new test centers 
were used but some used last year 
were dropped. 


Great Lakes District. Centers 
were used in Chicago, Peoria, and 
Urbana, Illinois; Indianapolis, In- 
diana; Ann Arbor, Detroit, East Lan- 
sing, and Kalamazoo, Michigan; 
Akron, Cincinnati, Cleveland, Co- 
lumbus, Dayton, and Toledo, Ohio; 
and Madison and Milwaukee, Wis- 
consin. The new centers were Brad- 
ley University in Peoria, Fenn Col- 
lege in Cleveland, University of 
Dayton, Edgewood College in Madi- 
son, and Butler University in In- 
dianapolis. 

NORTHEASTERN District. Centers 
were used in London, Ontario, and 
Montreal, Quebec, Canada; Hart- 
ford, Connecticut; Boston, Massa- 
chusetts; New Brunswick and Ruth- 
erford, New Jersey; Buffalo, Hemp- 
stead, New York City, and Syracuse, 
New York, and Philadelphia and 
Pittsburgh, Pennsylvania. The two 
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by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


new centers in New Jersey at Rut- 
gers University and Fairleigh Dick- 
inson University helped to relieve 
the crowded centers in New York 
City. 

NORTHWESTERN District. Centers 
were used in Denver, Colorado; 
Caldwell, Idaho; Des Moines, Iowa; 
Minneapolis and St. Paul, Minne- 
sota; Omaha, Nebraska; Portland, 
Oregon; Spearfish, South Dakota; 
Salt Lake City, Utah; and Richland 
and Seattle, Washington. The Col- 
lege of Idaho is the first center to be 
established in Idaho. The center at 
the University of Utah has been re- 
established, and the University of 
Washington Center at Richland was 
a new center. 

SOUTHEASTERN District. Centers 
were used in Birmingham, Alabama; 
Baltimore, Maryland; Jackson, Mis- 
sissippi; Charlotte, North Carolina; 
Rio Piedras, Puerto Rico; Columbia, 
South Carolina; Chattanooga, Knox- 
ville, and Memphis, Tennessee; 
Richmond, Virginia and Washington, 
D. C. Queens College replaced 
Womens College as the only center 
in North Carolina. Rollins College 
is the new center in Florida. 


SOUTHWESTERN District. Centers 
were used in Tempe and Tucson, 
Arizona; Long Beach, Los Angeles, 
Oakland, Sacramento, San Diego, 
and San Francisco, California; Hono- 
lulu, Hawaii; Baton Rouge and New 
Orleans, Louisiana; Kansas City and 
St. Louis, Missouri; Albuquerque, 
New Mexico; Oklahoma City, Okla- 


Certified Professional Secretary 


homa; Austin, Beaumont, Dallas, 
Fort Worth, El Paso, Houston, 
Odessa, and San Antonio, Texas. 

Nine of these centers were new this 
year. 

They are University of Arizona, 
Los Angeles Metropolitan College of 
Business, Sacramento State College, 
San Diego State College, San An- 
tonio College, Odessa College, Texas 
Wesleyan College, Texas Western 
College, and Louisiana State Uni- 
versity. 

The greatest problem in the selec- 
tion of test centers is the availability 
of adequate facilities for the Secre- 
tarial Skills section. Some colleges 
cannot release their equipment for 
use on the day of the examination. 
Even though the typewriter com- 
panies are most cooperative in help- 
ing these colleges obtain the type- 
writers requested by the candidates, 
sometimes electric typewriters can- 
not be found in sufficient number and 
style of type for all candidates choos- 
ing the center. For example, last 
year 954 typewriters were requested 
to be furnished, and 648 of these 
were electrics. This year the number 
of electric typewriters requested was 
even higher. In some centers the 
candidates were asked to bring their 
own machines because the makes re- 
quested could not be found elsewhere 
to meet their desires. 


The Institute will continue to add 
centers in every area where there is 
a qualified group of ten candidates. 
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It’s a snap to use Roytype’s carbon sets 


They’ re quick. They’ re efficient. Roytype carbon sets 
come in single sets or handy pads of copy paper 
with carbon sheets between each page. To use 
them, all you do is take as many pages as you 
want copies, put a first sheet in front of them, and 
you’re ready to roll. 


There’s no fussing with carbon and flimsy, hard- 
to-handle paper. The saving in time and trouble 
is far more than the cost of Roytype carbon sets. 


er 
LS 

Roytype makes over 1000 different 
ribbons for typewriters and tabu- 
lating machines. To be sure you’re 
using the right ribbons for the jobs 
you do, check with your Roytype 
Representative. His office knowledge 
can help you. Use it soon! 





Roytype carbon sets are available imprinted 
with your letterhead, with word “‘copy”’, or with 
a special design. Black and red are the standard 
colors, but we’ll be glad to make them up in others, 
for a slight added charge. You can have them in 
all sizes, including legal (these have red marginal 
rules) and in all weights of paper. 


Call your Roytype Representative to find out 
all about Roytype’s carbon sets. 










MR. ROY TYPE C/o Royal McBee Corporation, 
Department S, Port Chester, New York 

Send a Roytype Representative who will explain your 
money saving coupon purchase plan. 


Your Name 





Firm Name. 





Street Address 





City Zone State___. 








NSA [5th INTERNATIONAL CONVENTION 





Wi Secretaries appear to have one 
common characteristic—they do like 
to eat! So, come to see us in July 
and discover restaurants which will 
delight you and satisfy your every 
particular taste. Pittsburgh offers a 
multitude of excellent eating estab- 
lishments—among the best available 
in the country. The Convention Hos- 
pitality Committee will have many 
suggestions when you arrive, and will 
be glad to furnish directions to reach 
these places. Here is a sampling to 
whet your appetite! 


The Flamboyant Steak Room— 
Chateaubriand—in a very sophisti- 
cated atmosphere. 

Klein’s — Nationally famous for 
lobster and other seafood. 

Samreny’s Restaurant—Lebanese 
at its finest. Delicious Shish-kabob. 

New China Inn—Exotic Chinese 
delicacies, carefully prepared. 

El Chico—Mexican food—“just a 
little different.” 

Atlantic Grill—Fine German and 
Hungarian cuisine. 

Frenchy’s — Noteworthy: bisque 
of shrimp, as well as other French 
cuisine. 

Stouffer’s—Good American cook- 
ing. 


Colonial Manor — Wonderful 
Smorgasbord! A country club at- 
mosphere. 


Park Schenley — Cuisine excep- 
tionelle! A continental menu featur- 
ing roast beef from the traveling 
brazier which has won national 
awards. 

Charter Oak — Ride the surrey 
from your parked car to the Black 
Stallion Room. Unique early Ameri- 
can decor, background for delicious 
food. 
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by Patricia J. Denhart, Pittsburgh, Pennsylvania Chapter 


LeMont—Watch the city twinkle 
and glow beneath you while you en- 
joy your dinner on Mt. Washington. 


Also, there is a wide variety of 
supper clubs and restaurants provid- 
ing the finest in “Dining with Enter- 
tainment” for your enjoyment. One 
of Pittsburgh’s newest and most col- 
orful supper clubs is “The Riverboat 
Room” in the Penn-Sheraton Hotel’s 
Lower Lobby Levee. Steamboat 
luncheon, dinner and supper fare 
and imported Dixie-Land bands 
make the hours fly. 


Convention Wardrobe 
What does one wear in Pittsburgh? 
Cool, city cottons for daytime around 
town. Evening attire is a “suit the 
occasion” matter. 


Pittsburgh’s average temperature 
is 75.4 degrees in the hottest month 
—July. In eighty years Pittsburgh 
has averaged only sixteen days a 
year as high as 90 degrees. 


Driving Tips 
If you are planning to drive, here 
are some special Pittsburgh traffic 


regulations to help you when you 
arrive: 

Right turns not permitted on red 
signals except when green arrow is 
shown with the red signal. 

Cars are permitted to drive to 
either right or left of the safety 
zones. 

Left turns are 
plainly marked. 

One-way streets (we have quite a 
number) are marked with large 
white arrows. 

It is illegal to pass streetcars dis- 
charging or taking on passengers, 
except at safety zones. 

No “U” turns are permitted. 

Illegally parked cars are towed to 
the Municipal Pound! Legal street 
parking areas are plainly marked. 

Recommended speed limit is 35 
m.p.h.—or less—on city streets. 

Whatever your means of transpor- 
tation, whatever you wish to wear, or 
whatever you like to eat or do—come 
to Pittsburgh in July. We think you 
will remember a wonderful Conven- 
tion for a long, long time! 


restricted and 





RIVER BOAT ROOM 
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“Pil keep my date... 


thanks to my Edison 
Voicewriter!”’ 


“What a change the Edison Voicewriter makes in a secretary’s 
days .. . and evenings! If your office is like mine, you know what 
it’s like to spend hours taking dictation . . . then hours transcribing 
your shorthand notes! How, often as not, it means staying over- 
time to get the work out. 

“Not anymore though! With the Voicewriter, you’re hours 
ahead, freed completely from tiresome dictation. Your boss can 
dictate to his Voicewriter anytime, anywhere . . . makes things 
easier for him. While it gives you more time to do a better job... 
more time to be a real executive assistant! 

‘And it’s so easy to transcribe from the Edison Diamond Disc. 
Dictation comes through crisp and clear... with the Voicewriter’s 
unique controls, you’re in command at all times.” 


Edison Voicewriter 


A product of Thomas A. Edison Industries. McGraw-Edison 
Company, West Orange, N. J. In Canada: 32 Front Street W., 
Toronto, Ontario 





foo no - 


GIVE YOURSELF A CHANCE! 
Ask your boss to let you mail coupon for de- 
tails on the Voicewriter system that’s best for 
you both! No obligation. 





To: 
Edison Voicewriter Devt. SEG 
West Orange, New Jersey 


Both my boss and I want to know more 
about what a dictating machine will do 
for us. 


Name 





Boss’s Name 





Company. 





Street. 








City. 
Zone State 





Seinen ee cas eneresm ets ct in cane en st eeeh ss ee ens edasacn diiaeinamnthemmaninmmll 








1960 S () T Y Contest 


by Grace Dormire, Chairman 
International SOTY Committee 


Wi It is a pleasure to introduce the 
judges who will select the 1960 Sec- 
retary of the Year at NSA’s 15th In- 
ternational Convention. 

One of the judges is a nonmember 
executive secretary. The inclusion of 
a secretary on the Board of Judges is 
part of the revised system for selec- 
tion of the SOTY, which will be used 
for the first time this year. 

In February chapter nominees 
for SOTY were sent directly to 
NSA’s International SOTY Chair- 
man. These applications were veri- 





Dr. Helen Murray Kleyle 

Dr. Kleyle is Director of Admis- 
sions and Student Teaching in the 
School of Education at Duquesne 
University. She holds several de- 
grees: Bachelor of Arts, Master of 
Social Work, Master of Education, 
and Doctor of Philosophy. She is a 
noted lecturer in psychology and has 
conducted a research project for the 
U. S. Bureau of Labor Statistics. 
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fied and graded by the committee, 
and the candidate’s file, including a 
rating sheet, was sent to the respec- 
tive division president. Division 
eliminations were held throughout 
the Association. From the group of 
division winners, the six finalists, to 
compete in Pittsburgh, will be 
chosen. 

In Pittsburgh, the finalists will be 
rated solely upon their answers to 
the questions posed by the judges. 
They will not meet the judges be- 
forehand, and will be known to the 


SOTY BOARD OF JUDGES 


Mrs. Rubye D. Graham 
Virginia born, Mrs. Graham was 
educated in East Tennessee. After 
gaining legal and banking experience, 
she joined Pittsburgh Plate Glass 
Company as secretary to Mr. Rich- 
ard B. Tucker, executive vice presi- 
dent of the company until his semi- 
retirement in 1955. Since that time 
Mrs. Graham has been secretary to 
PPG President Mr. David G. Hill. 






judges by number only. The judges 
will prepare their own questions, in 
consultation with the Pittsburgh 
SOTY Chairman, Gerardine Hill. 
The Pittsburgh Committee has been 
busily planning for this event for 
months. They selected the judges, 
have arranged for the luncheon to be 
held in the beautiful golden ball- 
room of the Pittsburgh Hilton, and 
have solicited gifts for the finalists. 
We sincerely hope you will ap- 
prove of this year’s innovations, and 
earnestly solicit your comments and 
suggestions. See you on July 21! 





Dr. Otis C. McCreery 

Dr. McCreery is Assistant to the 
President of Aluminum Company of 
America and also chairman of Al- 
coa’s College Relations Committee. 
He holds a Bachelor of Science de- 
gree, Masters degree in Educational 
and Personnel Psychology; and Doc- 
tor of Psychology degree. He is active 
in numerous personnel and psyclio- 
logical associations. 
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You enjoy delicious meals in the extra privacy of wide, high-backed seats on United DC-8 Jets. 


United Air Lines serves the Convention Route of the 
Nation—with convenient day and night Mainliner® 
schedules between 80 major cities coast to coast, and 
to Hawaii. Service includes the DC-8 Jet Mainliner 
—First Class or thrifty Custom Coach. United Air 


EXTRA CARE COSTS YOU NO MORE 


WHEN YOU FLY UNITED AIR LINES 
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SOCIAL MATURITY — 


by Peter J. Hampton, Director 
Psychological Services Department 


University of Akron 





i If we are to succeed in becoming 
socially mature persons we must 
carefully consider what it is that 
makes for social maturity, hew it can 
be measured, and how we can ac- 
quire it. 


Make-up of Social Maturity 


Social maturity includes a feeling 
of independence, the ability to make 
decisions, and the desire to take on 
responsibilities. It includes insight 
and moderation, optimism and a 
sense of humor. It also includes the 
ability to get along with others, and 
the ability to judge them fairly. It 
includes the desire to be with others, 
and the desire to help them. Finally, 
it includes desire for social approval, 
ability to make and accept construc- 
tive criticism, participation in whole- 
some cooperation, and narrowing of 
heterosexual love interests upon one 
person only. 


Feeling Independent 


The socially well-adjusted person 
can do things for himself and by 
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himself. While he is not all together 
self-sufficient, he nevertheless enjoys 
his own company. He is not afraid 
of being alone, and he does not have 
to be constantly entertained by 
others. He finds strength and stimu- 
lation in himself. To be independent 
a person must be confident in him- 
self—in his own ability to make de- 
cisions and to carry these decisions 
out. 


Independence does not come easy. 
All through the developing years and 
through later adolescence the young- 
ster has to fight to secure independ- 
ence and thus become free of the 
dependence on his parents that at 
first was necessary for survival and 
for growth. Parents themselves can 
do much to encourage the develop- 
ment of independence in their young- 
sters by granting them the freedom 
to be independent, by showing them 
how to become independent, and by 
expressing their confidence in the 
youngsters’ abilities to achieve for 
themselves. 


Making Decisions 


There are so many people in the 
world today for whom decisions have 
to be made—people who are afraid 
to make decisions for themselves. 
This is unfortunate because so much 
of a person’s happiness depends on 
the ability to make the right deci- 
sions in life. To become socially 
mature a person must learn to make 
his own decisions. 


Every one of us is confronted by 
hundreds of situations almost every 
day that call for decisions. Many of 
the decisions we are called upon to 
make are of little moment, to be sure 
—like deciding whether to have 
apple or raisin pie for dessert; others 
are of tremendous importance to us 
—like deciding what job to prepare 
for or whom to marry. 

The thing I want to emphasize is 
that none of us starts out in life as 
ready-made decision maker. Ease of 
making decisions comes as a result 
of a long period of learning to make 
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decisions. Little by little we grow in 
decision making as we try out time 
and again our prowess at making 
judgments and expressing opinions. 
And there are many people—friends 
and strangers alike—who help us 
along by encouraging us in decision 
making and by providing us with the 
right kind of information on which 
all sound decisions must be based. 


Accepting Responsibilities 

A third requisite for social matur- 
ity is willingness to undertake and 
carry out responsibilities. The so- 
cially mature person does not say: 
“Let George do it.” He does it him- 
self! He accepts responsibilities and 
then sees to it they are carried out 
to the best of his abilities. 


There are those who accept re- 
sponsibilities and then, when the go- 
ing gets tough, absolve themselves 
from carrying the responsibilities 
through to completion. For every 
good starter and finisher there are 
many starters who fail to carry 
through. They want the social ap- 
proval and prestige status that comes 
to those who accept responsibilities, 
but they are unwilling to shoulder 
the burden of accomplishment. 

Responsibility is the road to suc- 
cess! Those persons who avoid re- 
sponsibilities also avoid many op- 
portunities in life; while persons who 
accept responsibilities actually invite 
opportunities. Nothing is gained by 
running away from a responsibility; 
a great deal may be lost. 

Of course we must exercise good 
judgment in accepting responsibili- 
ties. The mere acceptance of a re- 
sponsibility does not accomplish the 
task it represents. Many a person 
has spread himself too thin by ac- 
cepting too many jobs and respon- 
sibilities. When this happens noth- 
ing gets done well and many tasks 
are left unfinished. 


Having Foresight 


The socially mature person further- 
more does not go off half cocked. He 
evaluates the possible consequences 
of his behavior carefully and governs 
his actions accordingly. He does not 
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spend lavishly of his time, his energy, 
or his money. On the contrary, he 
invests all of these prudently so they 
will bring forth good results. He 
takes care of himself physically, men- 
tally, and emotionally. He dedicates 
himself to work that will insure his 
own well-being and the welfare of 
others. He makes use of the past, 
lives in the present, and plans for the 
future. 


Showing Moderation 


The socially well-adjusted person 
shows moderation in everything he 
does. He knows self-regulation is 
necessary if he is going to succeed 
and be happy in life. He does not 
over-emphasize the importance of 
food and drink, but at the same time 
he does not deny himself these. He 
learns to express himself in modera- 
tion in socially and morally approved 
ways. 

In very much the same way the 
socially mature individual satisfies 
all his motives and drives—his needs 
for social approval, for prestige sta- 
tus, and for success in all of the 
areas in which he behaves: the 
spiritual, intellectual, esthetic, social, 
emotional, and physical. The socially 
mature person tries to strike a bal- 
ance; he follows the golden rule! 


Being Optimistic 

The socially well-adjusted person 
does not think the world is going to 
the dogs. He is optimistic. He be- 
lieves in the future. He has a pos- 
itive outlook. This permits him to 
look for the good. And when you 
are looking for the good you find 
much more of it than would be the 
case if it were the other way around. 


This does not mean, of course, 
that the socially mature person ig- 
nores the evil in our world and does 
not see it. He fully recognizes its 
presence, but he does not become 
persauded to panic by it. Things 
may happen to him—serious things 
—the loss of a dear one by death, the 
loss of job and fortune, the loss of 
good health—still he keeps his bear- 
ings. 

His world does not fall apart so 
easily, he will not let it. He keeps 
on fighting. Sure some of the blows 


that life directs his way are hard to 
take, but he learns to take them. 
He does not spend his day lamenting 
his misfortune. He knows that if 
he loses faith in himself, in other 
people, in the world in which he 
lives—then all is lost. The socially 
mature individual knows the posi- 
tive, optimistic approach is the only 
approach that can take him over the 
rough spots. 


Having a Sense of Humor 


There is also need for humor if 
we are to adjust well socially. A 
sense of humor can blunt the edge 
of failure and disappointment. The 
person who can see and appreciate 
the ludicrous and the incongruous 
facets of a situation is never quite 
down and out. 

But to be able to appreciate the 
funny side of things we must refrain 
from being too serious; and we must 
stay our tendency to over-react. Even 
the most tense and unpleasant social 
situation can be eased by an ample 
supply of humor. 

Story has it that during the last 
war a rookie by the name of Smith 
became so excited when he heard 
the call to “fall in” for his first early 
morning inspection that he forgot 
to put on his pants. When the ser- 
geant asked him for an explanation, 
the rookie said, “Just carelessness, 
sir, just carelessness.” To this the 
whole company, including the ser- 
geant, responded with laughter. The 
result was the private got away al- 
most scot-free for his serious breach 
of military and social etiquette. 


Doing With Others 


The socially mature person is 
active. He does not necessarily be- 
long to a large number of clubs and 
organizations, but he does have mem- 
bership in several. He has learned 
to extend himself to include the 
group, and the group of people he 
belongs to in turn has included him. 
By means of this kind of identifica- 
tion the socially mature person has 
learned to share himself with others 
to his own advantage. Group partici- 
pation is necessary for social growth. 
A considerable amount of our time 


(Continued on Page 22) 
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Betty Rowles admires the trophy awarded her boss, W. E. 
West, vice president-treasurer of Nationwide Insurance 
Companies, at the recent Boss Night of Columbus, Ohio 
Chapter. 





Niagara Falls, New York Chapter held 


an orientation program for new mem- 


























bers recently. Those attending were 
(seated) Mrs. Mary Nowak, Mrs. Laura 
Snell, Virginia DiBellonia, membership 
chairman; Helen Read, CPS, president 
of Niagara Falls Chapter; Mrs. Anne 
Bird; (standing) Stella Buffamonte, 
Marjorie Kennedy, Mrs. Patricia Sulli- 
van, Barbara Joseph, and Jane Davis. 


Almost 200 secretarial students and 
teachers attended a Living Television 
seminar sponsored by Blossom Valley 
Chapter, San Jose, California, under the 
auspices of the San Jose State College. 
The closed circuit TV portion of the 
program was through the courtesy of 
the Instructional Television Center. The 


—? 


c— 


cost of such a TV program would have 
been approximately $5,000. 
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Orchid leis for the bosses was a highlight of the 
Forest City Chapter, Cleveland, Ohio Boss 
Dinner. Shown are (seated) Adolph Wein- 
berger, chairman of the board, Gray Drug 
Stores, Inc.; Lester Cole of Warner & Swasey 
Company; John W. Mockler of the T. W. 
Grogan Company; (standing) Mrs. Alberta 
Lamirand, Mrs. Susan Pearse, and Eleanore 
Hronek. 


Rubye Richey, Airborne Chapter, Public Re- 
lations Representative, discusses the program 
of Southern California Public Relations Meet- 
ing, with Norma Johnson, district chairman of 
the event; Joanne Miller, California Division 
President; and Pat Carlberg, president of Air- 
borne Chapter, at the gala open house and pre- 
registration. 


Mother and daughter, Mrs. Phyllis Hill (right) 
and Marilyn Hill (left), were initiated recently 
by San Gabriel Valley, California Chapter. A 
possible “first” in NSA history. 
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APPLIED SECRETARIAL TRAINING 


by Mrs. Shirley D. Gosney, CPS 


Wi Thomas Henry Huxley in Techni- 
cal Education said: “Perhaps the 
most valuable result of all education 
is the ability to make yourself do the 
thing you have to do, when it ought 
to be done, whether you like it or 
not; it is the first lesson that ought 
to be learned; and however early a 
man’s training begins, it is probably 
the last lesson he learns thoroughly 
... the great end of life is not knowl- 
edge—but action.” 


When you studied to become a 
secretary, you gleaned a wealth of 
knowledge, but are you using this 
knowledge only in the daily perfor- 
mance of your job, or are you apply- 
ing this secretarial training to the 
management of your own money, 
your own business affairs, and your 
own personal life and problems? 


For the purpose of outline, let’s 
follow the six sections of the Cer- 
tified Professional Secretary exami- 
nation. 


Business Administration 

Have you investigated the possi- 
bility of investment of your money 
in mutual funds, investment clubs, 
or “blue chip” securities? 

Have you satisfied yourself you 
are carrying the right type of life in- 
surance for your individual circum- 
stances, or do you just keep paying 
premiums on an old policy, which 
may not fit your present situation? 

Do you have the right type hos- 
pital and surgical coverage? It may 
mean a great future savings to thor- 
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Southwestern Representative 


oughly review this policy from time 
to time as to the number of days for 
which coverage is provided, room 
allowance, etc. Sometimes for an 
additional small monthly payment, 
it is possible to obtain beneficial ex- 
tra coverage. 


Have you investigated the savings 
that may be realized from “package 
insurance” policies for automobile, 
home, etc.? 


How do you perform as a purchas- 
ing agent? Do you plan your year’s 
clothing purchases, or do you buy on 
the spur of the moment, only to find 
that the end results are a red coat, 
blue hat, and green dress? Do you 
take advantage of off-season sales to 
buy basic type clothing that will be 
in style next year? Some of the best- 
dressed women buy all their clothing 
at the end of the season for use the 
next year. However, it is important 
when doing this to be a wise and 
careful shopper. Stick to basic styles, 
fabrics, and colors, and keep away 
from “fads” and “high fashions.” 


Have you investigated the mail 
order houses for the purchase of 
linens and other household items? 
Many of you would be surprised, too, 
at the savings that can be realized 
by obtaining shoes and hats through 
factory outlet stores. From your 
study of economics, you know the 
elimination of the middleman is 
bound to mean a savings to the 
customer. 


You who are housewives as well as 


International Education Committee 


secretaries can cut your food budgets 
greatly by wise shopping and careful 
planning. Plan your meals, make a 
list of the items you need, and stick 
to this list despite the appetizing 
displays in the super markets. Buy 
only what you need and not what 
you might use some day. However, 
take advantage of sales on staples 
such as sugar, coffee, flour, canned 
goods, etc. Confine your produce 
buying to fruits and vegetables that 
are in season. 


Check at the public library and 
make use of such publications as 
“Consumers Guide” and “Kiplinger’s 
Family Buying Guide.” These pub- 
lications contain a wealth of infor- 
mation on the buying of everything 
from a house to cosmetics. 


Business Law 
As much as you may want to put 
off even thinking about it, a will is a 
very important document for every- 
one to have in readiness. If you have 
drawn your will, are the witnesses 
still alive? Do you have their cur- 
rent addresses? So much expense 
and trouble can be avoided by hav- 
ing a will, properly drawn and ex- 
ecuted. However, a will should be 
reviewed every few years and 
brought up to date—not just kept in 

a safe place until needed. 


Has it been necessary for you to 
make a change in the beneficiary on 
your life insurance policy? If so, 
have you notified the insurance com- 
pany of any such change? 


THE SECRETARY—June, 1960 


Do you take the time to read and 
study all papers you sign such as 
leases, contracts of purchase, etc.? 
In case of doubt, legal advice may 
more than pay in the long run. 

Do you have adequate personal 
liability insurance, or is that, too, 
just a case of renewing a policy year 
after year? Many a person has been 
literally wiped out financially by a 
law suit following an accident, only 
because he did not have enough 
liability coverage. 

Are you familiar with the laws 
covering the limitations on retaining 
cancelled checks, income tax reports, 
and similar important papers? 


Secretarial Procedures 

Are all your important papers in 
a safe place? The nominal cost of a 
safe deposit box is relatively inex- 
pensive compared to the cost and 
trouble of trying to replace impor- 
tant and valuable papers. 

Do you maintain a filing system 
for your paid bills, cancelled checks, 
income tax reports, and budget? 

Are you as careful about keeping 
an accessible list of telephone num- 
bers, addresses, and Christmas and 
birthday lists for yourself as you are 
for your boss? 


Accounting 


Do you know how and where you 
spend your money?, Do you have 
some kind of a budget you at least 
try to follow? Fixed expenses such 
as insurance and income taxes can be 
met so much easier by putting a set 
amount aside each pay day. And, 
what a wonderful feeling when it 
comes to vacation time or Christmas 
and you have that little “nest egg” 
set aside. 

Do you maintain. some type record 
for income and expense? This is 
necessary, not only to see how your 
money is spent, but for income tax 
purposes. A checking account is a 
great help in keeping a record of de- 
ductible items such as taxes, medical 
expenses, and contributions. It may 
be worth the cost of having a check- 
ing account to provide a receipt and 
record of such payments. 

If you maintain a checking ac- 
count, do you check your bank state- 
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ments carefully to make sure your 
check book is in balance? 


Have you familiarized yourself 
with the deductions you are allowed 
on your income tax? 


Do you know your net worth? 
Some of us may be surprised, either 
pleasantly or otherwise, to know 
what we are worth in dollars and 
cents. 


Human Relations 


Have you read at least one book 
in the past six months touching in 
some way on psychology or human 
relations? 


Have you tried to master at least 
one problem you have in getting 
along with another person? We all 
have one person with whom we seem 
to “clash.”” Make an effort to try to 
understand that person and his par- 
ticular problems. 


Do you treat your husband and 
family as tactfully as you do your 
boss? You put your best foot and 
personality forward in the office, but 
how about at home and in your con- 
tact with the general public? 


Do you study current fashion and 
beauty magazines to be sure you are 
doing everything possible to be well 
groomed and well dressed? Being 
well dressed or well groomed does 
not mean spending large sums of 
money on clothes or expensive 
beauty treatments and cosmetics. It 
means making the most of what you 
have by wearing clothes suited to 
your figure and coloring, and having 
a becoming hair style and using the 
cosmetics most flattering to you. 


Secretarial Skills 


Do you plan your moves at home 
as efficiently as you do in the office? 
Does each walk across the kitchen— 
down to the basement—back to the 
bedrooms accomplish more than one 
errand or task, or are you one of 
those “back-and-forth,” “hit-and- 
miss” type persons? 

Do you budget your time as well 
as your money by planning your 
weekly chores of ironing, shopping, 
and cleaning? 


Have you the latest equipment, or 
at least know why it is not desirable 





for your particular requirements’ Do 
you take advantage of all the time 
savers available in this day and age, 
such as frozen foods, modern appli- 
ances, and gadgets? Many of you 
have two careers— homemaker as 
well as secretary—and it is difficult 
to do both. However, with proper 
planning and use of time, and utili- 
zation of modern conveniences, it 
can be done with a minimum of 
effort. 


Do you take time to clean as you 
go, or do you find yourself with a 
sink of dirty dishes after preparing a 
meal? 


Does your equipment at home look 
as orderly as your equipment in the 
office, with a place for everything and 
everything in its place? 


By applying your secretarial edu- 
cation and training to your personal 
life and circumstances, you are sure 
to gain financially, in peace of mind, 
in accomplishment, and in many ex- 
tra hours of leisure time. 











CPiin Lh 


“PLASTI-KLEEN” 


—THE NEW, SOLVENT-COATED 
ALL PURPOSE-CARBON 


...to deliver superior copies to the VIP. He 
will be more than impressed and you will 
make the best impression with Golden Dawn. 


This carbon sheet is new, writes better, is 
long lasting, clean, will not smudge or curl. 


Golden Dawn is the carbon sheet you always 
dreamed of, yet never thought possible. 
Now, it is reality and it can be yours for the 
asking. Ask your office manager or stationer 
for Golden Dawn. Or write us for samples. 


OLD TOWN 
CORPORATION 
Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 








Page 19 








NSA HEADQUARTERS Mafia LOW 


by Gladys Vedros 


Executive Secretary, NSA 


@ There are approximately 21,000 members of NSA—an 
increase of over 50 per cent within the past five years. 
This growth has been a source of pride and a reflection 
that the Association is meeting the challenge of profes- 
sionalization. The expansion of the Association created 
problems. Of primary concern was the problem of stream- 
lining membership procedures to effectively handle imme- 
diate membership problems and to make it possible to add 
thousands of new members in a manner that would not 
result in a chaos of details that could not be handled 
efficiently. 

An evaluation of current operating procedures and 
ideas was necessary to determine what improvements 
could be made to better serve the immediate needs of the 
Association and be ready for future needs. A high level 
of operation necessitates a constant search for the best 
way of performing work—careful thought must be given 
to the procedures being used and the wanted improve- 
ments to be adopted. Change for change’s sake must be 
guarded against, but standardization should not preclude 
innovation. 

Investigation and experience indicated problem areas 
existed in the maintenance of the membership mailing 
list for The Secretary, dues processing, dues billings, de- 
linquent dues notices, and related functions. The manual 
methods in operation had been developed to a high de- 





_ THE SECRETARY mailing labels, membership cards and sta- 
tistical reports are printed on the tabulating machine. 
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gree of perfection, but even so were not entirely effective 
in meeting the problems and could not be expected to 
handle anticipated increases. The manual methods simply 
were not flexible or fast enough. Continued use would 
result in additional staff members without additional 
results. 

A thorough study was made not only for our own 
organization, but of similar problems faced by other 
organizations. A meaningful solution to our problems 
appeared to be the adoption of a punched-card system. 
Although manual operations were not adequate for our 
needs, our requirements were not of the magnitude to 
warrant our own installation. We could still benefit from 
the use of punched-card procedures by using a service 
center. This would be much like having an “extra” de- 
partment that one could use when needed, thus keeping 
costs to a minimum. We decided to adopt a Remington 
Rand UNIVAC Punched-Card System to be handled at 
the local service center. If at a future date conditions 
would dictate the installation of our own system, the con- 
version would be simple and inexpensive. 

It was desirable to make the changeover from manual 
to machine methods as simple as possible, and the new 
system was patterned after the old insofar as procedures 
were concerned. The chapters and members would con- 
tinue to transmit information to Headquarters as before, 
the Headquarters Office would do the initial checking, 
and information would then be sent to the service center 
for complete processing. The punched card contains 
membership information for dues billing, magazine mail- 
ing, census reparts, printing of membership cards, and 
other statistical data. A card is punched for each mem- 
ber. This card is processed through UNIVAC equipment 
to produce the desired labels and reports. 

Proof listings were sent to chapters of the Association 
so the membership information on the punched cards 
could be verified. Corrections sent by the chapters were 
made, thus completing the transition from a manual to 
automatic method of maintaining membership records. 

Beginning with the April issue of The Secretary, mail- 
ing was made from labels prepared from the punched- 
card system. In the three months since the system went 
into operation, dues billings were prepared from the 
punched cards, and membership cards will be printed. 
Although the three months during which the system has 
been in effect has not been a sufficient trial period, to 
date all indications are the system will live up to our ex- 
pectations. It is anticipated the application of punched 
cards to our record system will bring the speed, accuracy, 
flexibility, simplification, and economy required by our 
growing operation now and in the foreseeable future. 
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A MARK OF MATURITY 


by Alvin H. Goeser 


World Insurance Company 


Omaha, Nebraska 


To deal consistently with our fellow human beings 
with tact and dignity is one of the distinctive marks of 
personal maturity. 


It takes emotional “grown-upness” to be considerate 
of the feelings of others and to show respect for the 
dignity that is inherent in the nature of all men, be 
they strong or weak, rich or poor, influential or un- 
known. 


It is a mark by which we can unmistakably separate’ 
the boy from the man, the infant from the adult. Tact 
and considerateness, or what is the same thing, respect 
for the feelings and dignity of others is too difficult to 
be feigned and too genuinely real to be pretended. It 
is found only in him whose maturity has ripened into 
reverence for the human personality, and who by 
having equated all persons with himself gives to them 
the same reverence that he holds for himself. 


The emotionally immature are incapable of this act 
of equation. They consider themselves superior, and 
to confirm to themselves this opinion they must dis- 
play their superiority. Among the unconscious ways in 
which they do this are tactlessness and rudeness. By 
treating the other person as an inferior, they are able 
to conceal to themselves their own inferiority, inade- 
quacy, and insecurity. They make themselves feel 
more important. In their own immaturity it is thus 
imperative to their egos that they treat others as 
inferiors. 

It takes no personal development nor stature to be 
tactless or inconsiderate. Such behavior is nothing 
more than immaturity seeking expression. It is an 
unconscious effort to conceal or “cover-up” our sense 
of inferiority and of inadequacy. At its worst, per- 
haps, it is an expression of our failure to accept the 
dignity of the human personality, or of our unwilling- 
ness because of self-conceit to equate others with 
ourselves. 

The mature person, on the other hand, lives on the 
level of human equation. He need not belittle in order 
to make himself an equal. He has the sense of ade- 
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quacy within himself. He needs no false props to 
bolster his sense of importance. He has no need for 
wealth, social standing, position, or authority to give 
him stature, nor does he need use these to show his 
superiority. Since he has reverence for his own in- 
herent dignity he need not be irreverent of the dignity 
of others, nor tactless and rude in violating it. 


It takes a man to be tactful and considerate as a 
way of life in dealing with his fellow men. It is not 
boys’ play, nor is it for those laden with inferiority or 
hostility complexes. It is for the mature man, who is 
confident and secure in himself, who fully recognizes 
and accepts the innate dignity of all men, and who 
finds it inherently satisfying to relate himself helpfully 
and pleasingly to his fellow human beings. 





WANTED: Members of NSA to write articles for 
THE SECRETARY. If you would like to share your 
ideas on a particular method or office problem with 
fellow secretaries; if you have an opinion on a secre- 
tarial subject, send your article to your district assist- 
ant editor. All members are invited to submit material. 
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IN SEARCH OF 
SOCIAL MATURITY 
(Continued from Page 15) 


should be spent associating with 
others. 


Getting Along With Others 


Getting into the social act is not 
enough, however. We must really 
like to be with people if we want to 
get along with them. In addition to 
being socially correct we must be 
socially amiable. To develop this 
amiability we must learn to find 
people interesting; we must learn to 
consider others our equals. To think 
of others as superior or inferior does 
not make for the best social relations. 

There are a number of mechanics 
that can help us develop acceptable 
social relations: 


Good Manners 
It is important, for instance, to 
cultivate good manners. Good man- 
ners help lubricate human relation- 
ships. And good manners come easily 
when you like people and try to be 
helpful. 


Good Speech 


Also important is the ability to 
speak well. Speech mirrors our edu- 
cation and our general cultural and 
moral upbringing. The person who 
can speak fluently and correctly has 
a much easier time relating to others 
than the person who is clumsy with 
words. 


Good Salesmanship 


Finally every person must be able 
to sell himself to others at the right 
price. What the right price is de- 
pends very much on what the person 
has to offer in the way of aptitudes 
and abilities, experiences and person- 
ality. Persons who really irritate 
others are the braggarts who con- 
stantly over-sell themselves and the 
self-effacers who constantly sell 
themselves short. The overbearing 
personality and the apologetic per- 
sonality do not make for good social 
relations. 


Judging Others Fairly 
The socially mature person judges 
others fairly. He is careful not to 
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make sweeping generalizations and 
then judge people in accordance 
with them. ‘He seeks to deal with 
every person on his own merit. He 
does not make up his mind about 
people before he has had a chance 
to know more about them. He does 
not succumb to “group” thinking, 
but tries to be objectively fair with 
everyone he meets. He tries to treat 
people as individual and with the 
respect they deserve. 


Helping Others 


The socially well-adjusted person 
feels it is his duty to help others. He 
feels an obligation within the con- 
fines of his time and his money. He 
contributes to organizations like 
Community Chest and Red Cross; 
he provides adequately for his family; 
and he helps his parents and his 
friends when they are in need of 
help. 


Getting Worthwhile Attention 


When we are young and unsure 
of ourselves we need a great deal 
of attention and recognition; when 
we grow up and become more self- 
sufficient we do not need to be told 
every day that we are wonderful. 
Another mark of social maturity then 
is to look for attention from others 
only when it is really earned. 

To be socially well-adjusted we 
must conform to accepted ways of 
dressing, talking, and acting. We 
must learn that the attention that 
the attention that comes from (1) 
dressing too loudly and unconven- 
tionally; (2) talking in slang, talk- 
ing too loudly, and talking with the 
intent to shock others by using words 
that are socially taboo; and (3) act- 
ing offensively with bold disregard 
for social customs and modes, is not 
the kind of attention that the socially 
mature person desires. The attention 
he wants must be earned through 
worthwhile accomplishments. Only 
this kind of attention leads to social 
approval and self-respect. 


Accepting Criticism 
Criticism usually hurts—whether 
it is deserved or not—because criti- 
cism points up our failures. Nobody 
likes to have his weaknesses, his mis- 


takes, his inadequacies paraded be- 
fore the world. Our successes we 
gladly share with others; our failures 
we just as soon keep to ourselves. 
When we come to realize, as we grow 
older, that most of the criticisms 
directed at us are well-meaning at- 
tempts on the part of others to help 
us, we become less sensitive to criti- 
cisms, and we gradually learn to deal 
with criticisms in such a way that 
they help us further our own self- 
improvement. 


In addition to accepting criticisms, 
from others, we must learn to criti- 
cize ourselves. The person who is 
self-satisfied finds no need to change 
or improve. If we are to develop 
greater self-realization we must be 
critical of ourselves. We must admit 
we make mistakes and have weak- 
nesses and defects. It is only as we 
admit our limitations and accept 
them for what they are that we can 
correct or modify them. 


Competing and Cooperating 


It has been said that the person 
who succeeds well in our culture is 
he who can best mediate between 
competition and cooperation. Both 
are important! Both are necessary to 
the person who wants to become 
well-adjusted socially. 


According to the nature of things 
competition comes first in our lives. 
All through childhood, and through 
adolescence, we compete with others 
to establish ourselves. As we work 
and fight to establish the self, and 
then later on establish an adequate 
status for the self, competition fre- 
quently takes on the form of what 
appears to be a deadly battle in 
which no quarter is given. 


Actually, we soon learn that this 
need not be—that competition can 
become friendly rivalry in which fair 
play and personal considerations are 
the governing rules. And this is as it 
should be. Cooperation must overlap 
competition. The two must exist side 
by side. The socially mature person 
finds there is no need for ruthless 
competition in order to succeed, that 
success can be more easily gained, 
and is more endurable when it is 
gained through cooperation with 
others. 
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AVOID COMPLICATIONS IN HEIRSHIP 


by James B. Henderson 


(Reprinted from “Strikeovers” bulletin of Houston, Texas Chapter) 


Vice President and General Counsel 


Transcontinental Gas Pipe Line Corporation 


Hi Do you have a will? If not, why 
not? 

Perhaps you have never given 
serious thought to whether or not 
you should make a will. If you have, 
you may have concluded that no will 
is necessary as far as you are con- 
cerned. Let’s see. 

Take the case of John and Mary. 
They were married in 1940. John 
joined his company in 1950. They 
had two children—a boy, eight, and 
a girl, six. They bought a home on 
credit and financed an automobile. 

In 1952 John was killed in an 
automobile wreck. He left his home, 
the automobile, a modest amount of 
insurance and a small bank account. 

Mary had never been a business 
woman and did not know much about 
estates. Upon advice of friends she 
saw a lawyer. The lawyer explained 
the two minor children now owned 
one-half of everything she and John 
had accumulated. It would be neces- 
sary to go into the Probate Court 
and have an administrator appointed 
for John’s estate. This involved fil- 
ing an application with the Court, 
publishing notice of the application, 
holding a hearing before the Court, 
and securing an order of the Court 
selecting someone to administer 
John’s estate. 

After the administrator was ap- 
pointed, he had to learn what prop- 
erty belonged to John’s estate, what 
claims there were against the estate 
and had to make a report to the 
Court. The Court then had to deter- 
mine any inheritance tax due on the 
estate. The administrator had to 
publish a notice to creditors to come 
and file their claims. Each claim 
had to be examined to see if it was 
legitimate. All of this involved costly 
delay and considerable expense—to 
be paid out of the little money John 
had left. 

Mary saw it would be necessary to 
sell the home and the car to support 
the children. But she found she was 
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not free to sell them even after the 
estate was administered. 

A guardian had to be appointed 
for the children. This involved an- 
other application to the Court for the 
appointment of the guardian, pub- 
lishing notice, a hearing and an order 
making the appointment. The guar- 
dian also had to file an inventory of 
the property belonging to the chil- 
dren. Before the sale could be made, 
the guardian had to apply to the 
Court for permission to make the 
sale. Again a hearing had to be held 
on this application. 

Finally, Mary, together with the 
guardian, sold the home and the car. 
She had considerably less cash left 
than she otherwise would have had 
because of the cost of probate and 
guardianship proceedings. 

John, being a resident of Texas, 
could have avoided all of this by 
making a simple will leaving all of 
his property to Mary, and providing 
that she should administer the estate 
independently of the Probate Court. 

The foregoing example is about 
what happens whether you live in 
Texas or in any other state. If you 
have not made your will, why not 
consult a local attorney as to doing 
so and as to the simplest way to 
leave your property to those you 
want to have it? 

Perhaps you have a will. Maybe 
this solves your problem — maybe 
not. If you still reside in the state 
in which you were living when you 
made your will, chances are you have 
no problem. If you have since moved 
from the state where you resided 
when your will was made, you should 
have your will reviewed by an attor- 
ney in the state where you now live. 

The cost of having a new will pre- 
pared when necessary is small. The 
family can be saved many times this 
cost in settling an estate and avoid 
possible future family friction. 


(Portions of the above article are from Trans- 
continental Gas Pipe Line Corporation's May, 1959 
issue of HOT TAP.) 


Will and Estate Terminology 

Following are some working defi- 
nitions designed for everyday, non- 
specialist use to help you understand 
a will or details of an estate settle- 
ment. 


Executor. A person or institution 
named in a will to take charge of 
settling the estate and carrying out 
the provisions of the will. 


ADMINISTRATOR. A person or insti- 
tution named by a court to take 
charge of settling an estate when the 
person who died did not name an 
executor, left no valid will, or named 
an executor who cannot serve. 


PERSONAL PROPERTY. Possessions 
that are movable or that last for a 
relatively short time. Examples: A 
share of stock, a car, furniture. 


REAL Property. Land and build- 
ings. 


Dower. The legal rights, which 
vary from state to state, that a sur- 
viving wife has in her husband’s real 
property at his death. The corre- 
sponding term for a surviving hus- 
band’s rights in his wife’s property 
is curtesy. 

Trust. An arrangement whereby 
one person or institution is made the 
legal owner of property but only to 
hold it or manage it for the benefit 
of someone else. 

INTESTATE. This is a term applied 
to someone who dies leaving no valid 
will. A person who does leave a 
proper will is said to have died 
testate. 

CoMMUNITY PrRoPERTY Laws. Laws 
in effect in certain states which say 
that all property acquired by a hus- 
band or wife during their marriage 
belongs to both of them jointly. 

PROBATE. The process of proving 
to a court that a deceased person’s 
will is in fact his true and proper will 
so that the court can authorize the 
carrying out of its provisions. 

Lire INTEREST. A right given some- 
one merely to use, or benefit from, 
certain property during his lifetime. 
The person who has this right is. 
called the life tenant. The person 
who eventually gets outright owner- 
ship when the life tenant dies is 
called the remainderman. 
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SECRETARIAL JOBS WITH 
THE ICA OVERSEAS 


@ “Very well—I’ve had the three weeks’ orientation pro- 
gram in Washington, planned my trip to Tehran, New 
Delhi, ean I’ve taken full advantage of my five 
days enroute to my post to see all I could of Rome, Hong 
Kong, Manila, Zurich. And now the plane is setting 
down at the airport of the capitol city which will be my 
home for twenty-four months. But.what will my job be 
like? How will it be different? For whom will I work?” 

These too are the questions put to IGA recruiters as 
they interview in New York, St. Louis, Boston and 
Chicago. For the experienced secretary is, attracted by 
the opportunity for travel and stimulating experiences in 
strange lands. She can command salaries of better than 
$5000 (which ICA offers) but she knows too that finally 
she is committing herself to a job, a work surrounding 
and a work relationship. How will it be? 


Who Is the Boss? 
Most likely . . . the chief of agricultural technicians, 
a senior public health doetor. 
a chief of public administration who is 
leading a group of personnel specialists, 
customs advisors, narcotics and public 
safety specialists. 
an education specialist. 
a highly trained audio-visual techni- 
cian. 
an engineer. 
Rather than . .. a merchandising specialist. 
an editor or a consular representative. 


Work for One Man, Several, In a Pool? 
Occasionally you will work exclusively for one man. 
Most typically you will work primarily for one man but 
must be available to do a variety of general office duties 
for any and all other American technicians of the division 
as such duties are assigned by your division chief. We 
do not have pool arrangements. 


American Secretary—Unassuming Leader of 
Her Group 

You will be the American secretary (or one of two) in 
a division where there are girls of the host country with 
various skills. You will be the leader in this group, there 
—not just to do a job but to help them do their work 
skillfully so that one day they can assume more and more 
responsibility. 


How Many Other American Girls Will Work Where 
I Work? 


Anywhere from two to 72 probably. In one of our 
smaller missions in Paraguay there are two American 
secretaries. In our largest mission in Korea there are 72. 
In our third largest mission, Iran, there are 33. 


What of My Office Equipment? 

Much of it is stateside government office furniture in 
good condition. Typewriters are good manual typewriters. 
Electric typewriters are not yet widely used overseas. 
Some electric copying equipment is in use. Some dic- 
tating machines are available but, because they are not 
widely used, stenographic skill is still required. There are 
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a few stenotypists amongst our 585 overseas secretaries. 
In general your office overseas will provide the necessary 
tools for your work and though not pretentiously ap- 
pointed, it is normally pleasantly and functionally fur- 
nished. 

And maybe when all is said and done, the job overseas 
is not of itself so unlike a stateside job in which the em- 
phasis is on good performance, flexibility, patience with 
others and devotion to an important program. 

An important job well done is in itself very rewarding. 
The International Cooperation Administration offers in 
addition: 

.. travel to unusual places; 
... earnings and a setting in which one can save; 
..an opportunity to see and experience some of the 
awe inspiring and thought provoking sights of dif- 
ferent lands. 

ICA will be glad to send upon request a copy of “How 
To Travel and Make The Most of It.’”’ Write to Chief of 
Employment, International Cooperation Administration, 
815 Connecticut Avenue, N.W., Washington, D. C. And 
mention it was offered in The Secretary. 





SONG sea a 





Reta O’Barr of Seal Beach, California, in a cyclo in 
Phnom Penh, Cambodia. In background is The Phnom, 
outstanding landmark of the city. 
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Anne Stokes of Denver, Colorado, is seen in an Ankara, 
Turkey, coppershop inspecting an antique water pitcher 
which she hopes to buy after some bargaining with the 
shop owner. Anne is working for the International Co- 
operation Administration in the capital city of Turkey. 
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Wi Beginning with this issue, for 
several months the CPS Library will 
be devoted to comments about va- 
rious magazines. Those chosen for 
review have been recommended by 
CPS’s as being worthwhile reading 
material for top-notch secretaries. 
Several articles have been specifically 
noted as worthy of reading by the 
prospective CPS candidates. 


Each issue will be of varying in- 
terest and value—not all issues of 
magazines are equally worthwhile for 
any or all sections of the CPS exami- 
nation. Readers are invited to send 
comments to the CPS Service Com- 
mittee (Mrs. Pauline Peters, 4128 
Southwestern Boulevard, Dallas, 
Texas) as well as to submit reviews 
for inclusion in future CPS Library 
pages. 

The magazines to be reviewed in- 
lude Business Week, Changing 
Times, Fortune, The Office, Office 
Executive, Today’s Secretary, U. S. 
News & World Report, and others. 


U. S. News & World Report. This 
publication is a weekly, designed for 
adult reading. It calls itself a com- 
plete news magazines and is suitable 
reading for any person who wishes 
to be well informed. The advertise- 
ments might also be helpful for not- 
ing products for business use. The 
writing is easy to understand and 
interesting —it goes behind the 
scenes in politics, labor, taxes, and 
current events. 


Although one CPS believes the 
layout of the magazine is not too in- 
teresting, the short tempting para- 
graph style of writing encourages 
reading. Several sections are devoted 
to capsule editions of today’s events. 
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Of the sections appearing in the 
Study Outline of Section III, Busi- 
ness Administration, U. S. News & 
World Report covers every phase. Of 
special interest are the weekly fea- 


tures: “Trend of American Busi- 
ness,” ‘“Newsgram” (news from 
Washington), “Worldgram” (news 
from world capitals), “Business 


Around the World,” and “News You 
Can use in Your Personal Planning.” 

The articles listed below which 
appeared in 1959 are representative 
of the type of reading CPS aspirants 
and CPS’s ought to be doing, accord- 
ing to those who have passed the 
examination: 


January 23, “Your Expense Ac- 
count — What the Tax Laws 
Allow” for Section IV. 


February 20, “Featherbedding—A 
Growing Issue” for Section III. 


March 16, “Rush of Stock Split— 
Why” for Section ITI. 


March 23, “Guide for Taxpayers— 
to Help You Cut Your Tax Bill” 
for Section IV. 


March 30, “When Union Job 
Rules Begin to Pinch” for Sec- 
tion III. 


April 20, “New Warnings About 
Stock Speculation” for Section 
TIl. 


April 20, “What is a Variable An- 
nuity” for Section III. 


The above comments and recom- 
mended articles were by Ina J. 
Henry, CPS, Geneva, Illinois; Estelle 


S. McConnel, CPS, Ormond Beach, 
Florida; Beulah Miksch, CPS, Ot- 
tumwa, Iowa; and Carmella Peco- 
raro, CPS, Providence, Rhode Island. 


One review of an issue of this 
magazine by a CPS follows: 


The layout of the magazine is 
rather poor. For instance, the Index 
and Contents appear on page 12, 
necessitating a great deal of thumb- 
ing through to find them. The type 
used is not very eye appealing, mak- 
ing it difficult to tell at a glance 
which is advertising and which is the 
magazine content. 


However, the style of writing used 
is easy to read and to comprehend 
by all, whether college trained or 
not. After all, it is the content that 
is the important factor as far as the 
CPS bibliography is concerned. 


There is excellent coverage on a 
variety of topics of current interest 
as well as those of past history. Sev- 
eral sections of the periodical are 
devoted to capsule editions of today’s 
events. 


This magazine offers the reader 
a diversified and stimulating reading 
experience from people in the news 
to recent court decisions, from busi- 
ness progress around the world to 
politics, from trends of the future to 
taxes. The modern secretary needs 
to be well informed and aware of the 
world about her, not only for her 
business-world life but for her per- 
sonal life. This publication endea- 
vors to bring significant events and 
facts before the public so readers can 
make their own decisions. 


Helen E. Northup, CPS 
Sioux City, Iowa 
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A Chapter President 
Speaks on Talent 


by Dee M. Johnson, President 
Pittsburgh Chapter 
Pennsylvania 


@ Ordinarily, when we talk about 
talents, we think of someone who can 
sing, play some musical instrument, 
or of one who has been gifted in 
using his hands to create beauty. 
These are indeed talented people. 
However, talent encompasses much 
more and it is dangerous to compare 
your ability with that of another. Of 
course we are not all equally en- 
dowed, but talents are outstanding 
things and we should be thankful 
for those we possess. One can do 
this, another that; but each of us 
possesses, at the very least, ONE 
God-given gift—some special ability. 

As we are thrown into the daily 
combat of competitive business, how 
fortunate that some are able to show 
initiative instead of displaying in- 
difference; to be tactful instead of 
rude; to be patient instead of irri- 
table; and to bring harmony where 
there is discord. 


For others; think of the joy that 
is yours as you spread a little happi- 
ness in this world and extend fellow- 
ship and sympathy when needed; 
think how the outcome of a situation 
might be changed because of your 
talent for serenity when things go 
wrong; the satisfaction you receive 
and the benefit your employer de- 
rives when you exercise your ability 
as a proficient writer in composing 
impeccable letters; the talent to be 
loyal and trustworthy and able to 
fulfill your duties efficiently—each in 
your own way. 

All of us possess some talent— 
they are individual talents, but they 
are ours—and enable us to fill some 
need in some way. For these, Father, 
we thank Thee! 
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BENEFITS OF NSA MEMBERSHIP 
(Continued from Page 6) 


Chapter presidents will appreciate 
having volunteers. Sometimes the 
chapter president has no way of 
knowing each member’s particular 
interest and willingness unless we let 
her know. Make it a point to volun- 
ter your services during these sum- 
mer months. This will make the 
work of setting up committees for 
the 1960-61 term easier. 


A Part in Community Service 


Many of us would like to serve 
our communities in some way but 
sometimes we do not know where 
our services are most needed or 
where our limited talents can be 
used. The individual chapters of 
NSA all take an active part in com- 
munity activity and by volunteering 
to serve on the civic committee, you 
will have the pleasure of rendering 
useful service as well as the fun of 
doing the work in the company of 
NSA friends. 


Our Official Publication 


The Secretary magazine is recog- 
nized as an outstanding professional 
publication. Our official publication 
contains a variety of interesting 
articles and information, much of 
which has been given to our CPS 
program during the last year. In the 
past, many persons studying for the 
examination had questions about the 
specific areas to cover, methods of 
study, and the textbooks to use. Dur- 
ing the past year the Institute for 
Certifying Secretaries has published 
material covering all these things. 

The monthly page by Dean Wag- 
oner has contained invaluable gen- 
eral information. Beginning with the 
October, 1959 issue and continuing 
through the March, 1960 issue, the 
six sections of the examination were 
covered separately each month, giv- 
ing study outline, book reviews on 
the CPS Library page, and a Quickie 
Quiz (prepared by the International 
Education Committee), all for one 
particular section of the examination. 

For example, the October, 1959 
issue was devoted entirely to Sec- 
tion VI, Secretarial Procedures, and 


the study outline, book reviews, and 
quiz in that issue were for that one 
section of the examination. This 
series was concluded with the March, 
1960 issue which covered Section I, 
Personal Adjustment and Human 
Relations. 


As a suggestion, those who are 
continuing with their studies will 
find it helpful to save the six issues 
mentioned above for future reference. 


Service to Others 


After reflection upon the foregoing 
benefits, it seems logical to ask our- 
selves: “Are we reaping maximum 
benefit from our NSA membership?” 
Almost immediately we find that this 
question prompts another of far 
greater importance, which is an an- 
swer in itself: “To what extent are 
we rendering service to others?” Our 
measure of value and progress as a 
professional group may be deter- 
mined to a considerable degree by 
the quality and quantity of service 
by our members and, it follows, by 
the Association as a whole. 


Service to All Secretaries 


Service to the secretaries of the 
entire community is_ rendered 
through the availability of the CPS 
examination to nonmembers and 
through our secretarial workshops 
which are open to the public, as well 
as the many courses at accredited 
schools which are open to all secre- 
taries and business students although 
they were designed to meet the needs 
of NSA chapters. 


Service to Management 


Service to management is given in 
many ways in addition to the ob- 
vious one of the individual secretary 
on the job. Our contribution is meas- 
ured in large part by the quality of 
both our individual and collective 
service to management. Only as we 
serve management better and more 
effectively can we fulfill the ultimate 
goal of NSA, that of upgrading the 
secretarial profession. Every NSA 
member should make it a point to be 
well informed on our Association 
and on her company’s objectives, 
knowledge of product or service, and 
at all times set an example for high 
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standards of work quality. All our 
letters should reflect professional 
workmanship. This single item is of 
utmost importance since frequently 
our letters are the only yardstick by 
which others may judge us and our 
companies. 

Promotion of our companies, both 
from an internal and an external 
viewpoint, is to be expected of mem- 
bers of a professional association. 
That we will be instrumental in good 
public relations with customers, 
clients, and the general public is a 
foregone conclusion because, as as- 
sistants to management, we are 
vitally concerned with the success of 
our companies, but we must take this 
one step further and create the best 
possible relations in dealing with 
fellow employees. The secretary can 
do much as she goes about her daily 
work to encourage the right attitude 
and create company-mindedness and 
interest on the part of new employees 
and others with whom she comes in 
contact. 


Service to Secretarial Students 


Service to secretarial students and 
to beginners in business may be ren- 
dered in many ways. One is partici- 
pation by NSA members in career 
day programs. However, we are in 
a unique position to render practical 
assistance to the secretary of the 
future by making students and be- 
ginners aware of what will actually 
be expected of them when they start 
on the job and by telling and demon- 
strating the reasons therefor. 


The IEC, at the direction of the 
International Board of Directors, has 
just completed the outline of a new 
project, the main purpose of which 
is the giving of assistance by NSA 
chapters to students and beginners 
in business just before completion of 
schooling or right after starting work. 
This timing is vital and strategic for 
the students, new employees, and 
business as a whole. Details of this 
project will be distributed to the 
chapters sometime during the early 
part of June or sooner, and may 
have reached the chapters by this 
time. All chapters should give serious 
consideration to the possibilities for 
service through this project and take 
steps to include preparation for it 
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in the 1960-61 activities which will 
be planned during the summer. 


Scholarship Program 


Service to worthy and promising 
students through scholarship pro- 
grams is not to be overlooked. Most 
chapters have granted scholarships 
annually, and all should include such 
a program as soon as they are able 
to support it. This is still another 
way to build a foundation to assure 
professional performance by the sec- 
retary of the future. 


Complete Educational Programs 


The quality and quantity of serv- 
ice rendered by the Association will 
determine to what extent we are re- 
paying our debt to our profession. 
Full professional status will depend 
upon the qualifications of NSA mem- 
bers and their success in producing 
the results which management has 
come to expect of them. 

Let us evaluate our entire educa- 
tional program so that each chapter 
will have the best and most complete 
program possible for the 1960-61 
year whereby all may be served: 
chapter members, nonmember secre- 
taries, management, co-workers in 
our offices, secretarial students, and 
beginners in business. 

In conclusion, it is well to recall 
that since each member’s circum- 
stances differ it follows that some 
may be more limited than others in 
the contributions they are able to 
make to their chapters. Frequently, 
those members who serve “behind 
the scenes,” working faithfully as 
members of committees and doing 
their part thoroughly and well, make 
just as important contributions as the 
member who is able to serve more 
prominently. 

A lasting and important measure 
of service often comes from those 
who have learned to do the countless 
chores and ordinary things well and 
to the best of their ability. To use 
the words of Mrs. Josephine W. 
McInnis, CPS, and former IEC 
Chairman, “We need not be spec- 
tacular in our efforts, but let us all 
resolve to do the ordinary things 
extraordinarily well and with hu- 
mility.” 
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Appreciation Night 


by Beverly Shelly, Publicity Chm. 
Bryan-College Station, 
Texas, Chapter 


@ Members of the Bryan-College 
Station, (Texas) Chapter of NSA 
were guests of bosses and their wives 
recently. Bosses of eligible non- 
members were invited to bring their 
secretaries to encourage them to join 
NSA. 

Mr. Sidney L. Loveless, Manager 
of the Central Texas Agency of 
American General Life Insurance 
Company, promoted the idea of a 
“Secretaries Appreciation Night” at 
the 1959 Boss Night Dinner and the 
other bosses were unanimous in ap- 
pointing Mr. Loveless as “The Com- 
mittee.” Mr. Loveless, the boss of 
our Vice President Alma Kasner, is 
a staunch supporter of NSA. 

We quote the letter of invitation 
and know you will understand why 
there has been such a prompt accept- 
ance by the local employers. 

“Dear Boss: 

After thet there last bosses nite 
party i went home and askt Janet 
iften I culd make it up to Alma by 
taking her otu to supper on Octo- 
ber 22 1959. She told me i culd if 
i)d take hur two, and that sounded 
lik a good preposishun too me. 
Would ya like to cum along to the 
bryeercrist Countree Klub and 
bring your wife and secretary. I 
think you oughter becuz shes a 
good gal and spends her hard 
erned money to belong to this here 
Nice Steno Ardor. 

“This will be wun of them shen 
diggs where everybudy gets to talk 
and not jsut one guy hogs the sho. 
We'll arrange a +happie our” 
beefour the vituals and then we 
all will show hour secretaries how 
we appreshiate em by feeding em 
rael gud like they done us. if yu’d 
like to jine uS plez let me here 
from you. 

Yore’s truly, 

Sid Love less, chariman 
Sec’ nite committee 
NsA aasuilere”’ 
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A Sts of ey Friendship! 


British Prime Minister Gladstone 
said that the foundation of all friend- 
ship was unselfishness, and for this 
reason, a church has always been a 
good place to find good friends. Few 
of us ever go to church with a selfish 
aim; most of us approach the people 
we meet there on the same basis, be- 
cause we truly like or are interested 
in them. A church is also an organ- 
ized group. Our entire society is 
made up of groups and sometimes, 
for various reasons, we find it hard 
to become part of any of these 
groups, and thus to meet people who 
we might like as friends. But any- 
one can enter a church group. Pro- 
fessionally Yours, Chesapeake Chap- 
ter, Norfolk, Virginia. 


When W. Seal! 


“Tsn’t it wonderful that all people 
everywhere smile in the same lan- 
guage?” asks Monumental Chapter, 
Baltimore, Maryland, in Marginal 
Release. 


Shi arsh ip Seah / 


A novel way of developing a scholar- 
ship fund is the Travel Basket idea 
of the Champaign-Urbana, Illinois 
Chapter. A gift valued at $1.50 is 
passed around to members alphabeti- 
cally, each person taking the gift 
from the basket, replacing it with one 
of equal value, and adding $1.50 to 
the scholarship fund envelope. 


Abs Cwic Minded! 


The members of the same Cham- 
paign-Urbana, Illinois Chapter have 
spent many hours stuffing some 
35,000 envelopes for the March of 
Dimes and many more hours prepar- 
ing kits for the Heart Association 
Drive. 


Ways Which Make Means! 


Rapidette Chapter, Grand Rapids, 
Michigan, has an evening of fun each 
month, with proceeds going into a 
scholarship fund, with an “all-games 
party.” 


Apropos and a ee | 


From Codi Chapter, Canton, Ohio, 
comes a rundown of the game in the 
jargon of the sports world, baseball 
in particular. Test your score: 

The boss is the umpire—he makes 
the decisions. Do we accept them 
cheerfully, or make complaints and 
get into an office rhubarb? If it is 
necessary to actually run to work in 
order to be punctual, do so, for the 
game must start on time. Do we hit 
the typewriter keys efficiently, there- 
by cutting down on our errors. We 
know that frequently the boss goes 
to bat for us; do we go to bat for 
him? Are we capable of performing 
only a single task at a time, or can 
we work in a double or triple play? 
When we have two strikes against us, 
do we go down in the one-two-three 
order, or do we try desperately for 
the home-run? 

Let’s all play better ball! We will 
add stature to our jobs and fewer 
ulcers for the boss! 


- to Laugh ! 


A good laugh is better than medi- 
cine. When you laugh, you free your 
brain and release nerve tension. 
Laugh heartily in order to exercise 
unused muscles. Laughter gives 
buoyancy to your spirit. It is a soul 
tonic. The Crystal Gazer, Glass City 
Chapter, Toledo, Ohio. 


Good Corcubitend 


The Orbit, San Fernando Valley 
Chapter, Burbank, California states: 

“We are instigating a ‘Want Ads’ 
section in our bulletin and invite 
other chapter members to place their 
ads—bearing in mind the wide cir- 
culation we enjoy. The cost of each 
ad is 50 cents (up to six typewritten 
lines). Information should be sent 
to San Fernando Valley Chapter 
President.” 


R. eceives ead 


At “Volunteer Recognition Night,” 
the Madison, Wisconsin Chapter, 
was selected to receive an award for 
outstanding contributions in Mental 
Health Work. 
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Start a File! 


Keeping a file of especially good 
letters is an excellent way to create 
a reference source for letter-writing 
situations that may crop up in the 
future. 

As you run across well-written 
letters of various types, make copies 
to file in your “Letter Idea File.” 
Keep a copy of any of your own let- 
ters that are particularly effective, or 
on which you have spent consider- 
able time developing exactly the 
right approach to a delicate situa- 
tion. The same condition may recur, 
and you can call upon the ideas from 
your letter file to save the time and 
trouble of constructing a new letter. 
Use the ideas from your letter file as 
a springboard to new and original 
ones of your own. Look through your 
file now and then. You may find sug- 
gestions and helpful hints to get you 
out of your writing rut and put a 
fresh new sparkle into your letters. 
Echoes, South Bay Chapter, Tor- 
rance, California. 


Life is S&S Wonderful! 


“Modern Psychology tells us it is 
bad to be an orphan, terrible to be 
an only child, damaging to be the 
youngest, crushing to be in the 
middle, and taxing to be the oldest. 
There is no way out—except to be 
born an adult!” Gateway Gleanings, 
Gateway Chapter, San Leandro, Cali- 
fornia. 


haw is the eal 


“... To know that it is within your 
power to make a contribution of im- 
portance to your job, to your boss, 
to your company—and ultimately to 
your community, and your commu- 
nity is your city, your state, your 
nation, your world.” Polly Peters, 
CPS, Big D Chapter, Dallas, Texas. 


7 = wi oo You Been? 


Hartford, Connecticut Chapter, is 
“measuring up” to the challenge of 
the Home Trust Fund. According to 
The Charter Oak, the members are 
contributing one penny for each inch 
of their height. 
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= You -... Stopped 
& er 


Lenora M. Jurvelin, editor and pub- 
lic relations chairman, Washington 
Division, gives us this to think 
about: 

“There comes to each of us a time 
when the struggle seems hardly 
worthwhile. Yet history tells that 
out of persistence in times of dis- 
couragement comes success. A few 
cases are given to illustrate: 

Charles W. Post made the first 
Postum in a barn. 

Messrs. Loose and Wiles started 
as retail bakers and confectioners. 

Charles Hires ran a drugstore in 
Philadelphia. 

J. L. Kraft was a grocery clerk 
who started with a capital of $65 to 
peddle cheese from a one-horse cart. 

In 1869 H. J. Heinz planted a 
small plot of horseradish. Later he, 
two women, and a boy grated and 
bottled the root. 

Mr. Gordon worked in a cotton 
mill. He had a liking for fish and so 
packed salt mackerel in his cellar 
after working hours. 

Coca-Cola was first made in the 
kitchen of an old home adjoining 
that of Mr. Pemberton’s drug store. 

E. A. Stuart, president of Carna- 
tion Milk Products Company, drove 
a team of mules in a construction 
gang on the Santa Fe. Later he ran 
a grocery store, and in 1899 bought 
a bankrupt condensery situated in 
Kent, Washington. 

And so, with small beginnings, 
coupled with personal integrity, in- 
telligence, concentration, diligence, 
and the unfailing ability to work 
hard, these people reached the top. 
While we may not realize any 
startling comparable status, we can 
put into effect the tools they used, 
and certainly we will be able to real- 
ize our opportunity or opportunities, 
and attempt to achieve something 
very worthwhile—if only in our daily 
routine and/or in our hearts.” 


Teh - Th Department! 


Occasionally in chapter bulletins, 
and often in conversation with mem- 
bers, chapters and our association are 


referred to as a “club.” It is under- 
standable if a new member slips in 
this respect; however, bulletin edi- 
tors and chapter presidents should 
have their little hands spanked with 
a ruler if they permit the usage of 
the word “club.” We are not a club! 
We are a professional organization! 
How about a small ways and means 
project to break the habit—fine each 
member ten cents each time she uses 
the word “club” when referring to 
NSA! Noteworthy Notes, Galveston 
County, Texas Chapter. 


tins W. a 


“... why a few diehards insist on re- 
ferring to secretaries as ‘seketrees.’ 
... why the people who need them 
least take all the self-improvement 
courses and read all the personality- 
development books. 

... Whether the coffee machine will 
ever replace the water cooler as the 
real office news center. 

...if businessmen really have _ be- 
come used to red nail polish. 

... Why the term ‘career girl’ evokes 
a picture of a mannish old maid. 
... Why someone doesn’t design a 
really functional secretarial desk. 

... why Hollywood depicts an office 
woman as one of two types — the 
fuzzy blonde who doesn’t know an 
adding machine from a typewriter, 
or the sleek, silky-voiced model.” 
The Rose Parade, Pasadena, Cali- 
fornia Chapter. 


Wins “ bcar” for Crete Whrk 


Allentown, Pennsylvania Chapter re- 
ceived an “Oscar” for their work in 
the United Campaign, and hope to 
ear a companion for “Oscar” for 
this year’s work. Good luck! 


4 Ws Read! 


In order to be sure seventy bosses 
read a particular report, the sender 
addressed it to the secretaries en- 
closing one earring and promising to 
send another if the report was read 
by the boss. Seventy additional ear- ' 
rings were subsequently mailed. 
Slater Transcript, Pawtucket, Rhode 
Island Chapter. 
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@ In reality words are the tools of 
everyday speech. These are the tools 
by which we convey our thoughts 
and our ideas. To illustrate my 
meaning let us suppose my vocabu- 
lary in regard to size description was 
limited to two words, big and little. 
If I were to describe something in 
relation to size it would obviously 
have to be big or little. But think of 
the confusion—how big is big and 
how little is little? How much easier 
it is for you to understand and to 
visualize size when I say that it is 
large, or it is enormous, or possibly 
gigantic. Notice how each word con- 
veys to you a difference in size. Take 
the word little. Something can be 
little, or it can be small, or minute, 
or microscopic. Each of these de- 
scriptive terms once again carries a 
different idea of size. So you see 
words are the tools by which we con- 
vey our actual thoughts. 


Why do those of us in industry 
feel a good working vocabulary is 
absolutely essential? It is just this 
simple. Communication both writ- 
ten and oral is one of our major 
problems in industry. It is extremely 
difficult for people to convey thoughts 
and ideas to others in a fashion that 
cannot be misunderstood, and with 
each mistake in understanding goes 
a loss to the company which cannot 
be regained. Consequently, we stress 
the spoken word in our industrial 
training programs. 
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How can we build a better vocabu- 
lary? As children we had a wonder- 
ful start and during our earlier years 
we were learning upwards to 5,000 
words a year. This is easy for a 
child. Any parent knows there is an 
inherent ability of children to ask 
“why.” The desire of a child to learn 
is extremely strong and it is rather 
ironic the very strength of this desire 
causes us to quit learning. Because, 
frankly, the average parent grows 
tired of answering questions, and by 
our refusal to satisfy the desire to 
learn, we convey to our children the 
idea there must be something wrong 
with them and they should already 
have this information. Consequently, 
it is no longer vogue to ask “why” 
and then we begin the world’s most 
fantastic bluff. Bluffing may seem 
like a rather strong word but let us 
be honest. When we see a word we 
do not know we pass, hoping to de- 
rive the meaning from the “gist” of 
the sentence or paragraph. If in our 
daily conversation an associate uses 
a word of alien meaning do we not 
smile knowingly and wonder what in 
the world he is talking about? 


Let us assume there is some real 
awakening of the desire to learn and 
you are still holding back because of 
the true misconception that an old 
dog cannot learn new tricks. It is 
true that in all probability you have 
forgotten the technique of study but 
you certainly have not, as any psy- 


(A speech before the 1959 Indiana 
Division Meeting) 


Ce worRDs?? 


THE TOOLS 
OF SPEECH 


By George W. Love 


chologist will point out, lost the 
ability to learn. It is equally as true 
that the peak of learning ability may 
have been reached at the age of 18 
or 19 years. But once having 
reached the peak the learning curve 
does not severely plunge to zero 
ability. The fact is, the decline in 
learning ability is so slow and grad- 
ual it really makes very little dif- 
ference, especially when the decline 
in learning ability is compensated 
by a sincere desire to learn. I hope 
you will agree the desire to build a 
better vocabulary is the key to the 
whole thing. It is just this simple. 
You can have a better vocabulary if 
you try. 

The question always arises as to 
why a better vocabulary is necessary 
or at least desirable. Most authori- 
ties on the subject will list very good 
and valid reasons, such as educa- 
tional broadening, the key to success, 
and many other reasons. There is 
only. one reason I want to mention, 
and to many certainly one of the 
most important. The reason is that 
it is a lot of fun. Words taken by 
themselves may seem dull but have 
you wondered about the history, the 
background of words. How did a 
word come into use? Why does it 
mean what it does? Answering these 
questions will be a great source of 
enjoyment. 

Take a few moments and learn 
some words and when I say learn, I 
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mean look into the background and 
the history to ascertain why these 
words mean what they do. 


As you know, people’s names have 
given us a good many words. First, 
to be a little on the morbid side, con- 
sider the French physician, J. I. 
Guillotin, who in 1789 invented the 
horrible device for beheading people 
which we know as the guillotine. By 
the way, I understand the good doc- 
tor was one of the first executed by 
his diabolical invention. 


In keeping with the thought of 
doing people in, an early 17th cen- 
tury English hangman devised a new 
way of executing people by rigging 
his hangman’s derrick as the hang- 
man’s name was Derrick. In more 
modern times, in the early part of 
World War II, we came to use the 
name of the Norwegian traitor, 
Major Vidlam Quisling, to signify 
any turncoat. 

The first boycott was exercised 
against the English land agent, Cap- 
tain Boycott, in Mayo, Ireland in 
1890 and, of course, today, the word 
“boycott” is commonly used. 

Quite familiar to many is the story 
of John Montigue, the 4th Earl of 
Sandwich, who devised the first sand- 
wich so as to keep the grease from 
his fingers while playing cards. 

We could go on and on with the 
names of people which have become 
everyday words. But consider for a 
moment the names of places which 
have grown to mean something for 
our everyday speech. 

At the turn of the century in a 
fashionable New York country club 
it became quite popular to wear a 
short coat as formal wear. The short 
coat caught on, and today we wear 
the tuxedo, for the country club was 
located in Tuxedo Park, New York. 

Distinctive fabrics have adopted 
the names of their point of origin. 
For instance, we received our first 
calico from Calicut, India; damascus 
from Damascus, Syria, and satin, or 
as Marco Polo spelled it “zaitun,” 
from Tzu-T’ing, formerly a great sea- 
port in China. 

And on the social side of things, 
bock beer derives its name through 
a corruption of einbecker bier made 
in Einbeck, Germany. 
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Of course, the majority of our 
words are made from the roots and 
the respelling of words from lan- 
guages other than English—basically 
Latin, Greek, and French. However, 
as you study the English language 
you will find practically all lan- 
guages represented. 


Begin with “I” or the Latin root 
“ego,” which means I, and by adding 
“ism” from the Latin root “ismus” 
meaning action, we have egoism, 
which is the action of excessive 
thought of oneself. 


What is the difference between 
egoism and egotism? 


The egoist is going to take care 
of himself, arrive at the top of the 
heap regardless of who gets hurt in 
the process. The egotist thinks he is 
already there and does not refrain 
from telling you of his achievement. 


There are people who believe the 
whole world revolves around them. 
They want to control every move of 
their asseciates so as to insure what 
they believe to be the proper com- 
pletion of the job. In short, we now 
need a word which says “I am the 
center.”” We can use the word “ego,” 
which means I, add the Latin “cen- 
tric” and have the word egocentric, 
which describes this person nicely. 
This business egoism can be carried 
to such extremes that it becomes 
madness, which we could refer to as 
ego madness, or by substituting 
Latin from Greek “mania” for the 
word madness, and more properly 
use the term egomaniac to describe 
such an individual. 

In describing the typical salesman 
we say he is an extrovert. What are 
we saying? We are saying his 
thoughts are always directed toward 
others, he is a “hail fellow, well met.” 
The word extrovert fills the descrip- 
tion requirement well as “extro,” 
Latin meaning outward, plus “vert,” 
meaning to turn, gives us “to turn 
outward” which is in reality what an 
extrovert does. 

Similarily, one who turns every- 
thing inward is an “intro,” Latin, 
meaning inward, plus “vert,’’ mean- 
ing to turn, or an introvert. 

Most of us are both; sometimes we 
have thoughts directed inwardly and 
at other times directed outwardly. 


We use the Latin “ambi” meaning , 
both to describe the majority of the 
people—ambiverts. 


It takes all kinds of people to 
make a world. There are even those 
who do not like people. To describe 
such a person we need a word which 
means “I hate people.” What have 
we available? Let us use the Greek 
root “misein,” meaning to hate and 
add “anthropos” meaning man, and 
after a great passage of time it be- 
comes misanthrope, a hater of man- 
kind. 

The world has not enough prob- 
lems so there are haters of women. 
“T hate women” is what we want to 
say. “I hate’”—mis; “domen”—gyne, 
and we end up with the poor soul, a 
misogynist. The opposite word then 
would be “philo” —loving, and 
“gyne” which is philogyny, or fond- 
ness for women. This philogyny will 
undoubtedly lead to marriage, an in- 
stitution you either like or dislike; 
you are either a philoganist (philo— 
love; gamos—marriage) or a misoga- 
mist (misien—hate; gamos—mar- 
riage). 

Gamos (marriage) is also found 
in such words as monogamy, one 
marriage or mate; bigamy, two mar- 
riages or mates, and poloygamy, 
many marriges or mates. 


Do you like this one? An aster is 
a star shaped flower and well named 
it is for “aster” is Greek for star. So 
an asterisk is the little star-shaped 
figure denoting a reference. Watch 
the spelling and pronunciation of 
asterisk as half the world is pro- 
nouncing it “asterik.” 

We could go on and on. This is 
what I mean by “learning” words. 
It’s easy and it’s a lot of fun and 
so inexpensive. All you need is a 
good dictionary to be an expert. If 
you prefer to study with a guide 
there are several good books on the 


market. I especially liked ‘Word 
Power Made Easy” by Norman 
Lewis (Doubleday). This well- 


prepared volume is a lot of fun to 
read and boasts of the added attrac- 
tion of tests which pace the reader. 
Regardless of the method of study 
you choose look for the history and 
have fun with words— Words, the 
Tools of Speech! 
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THE GRACIOUS ART 
OF TIPPING 


(From The Wagon Wheel—bulletin 
of Westport Chapter—Kansas City, 
Missouri. 


Now that vacation time and our con- 
vention time is practically upon us, per- 
haps the following rule-of-thumb guide 
will help. 


DOORMAN: 


25-50 cents if he carries your bags 
into a hotel or goes to extra trouble to 
get you a cab. 


BELLBOY: 


If he carries your luggage to your 
room, 50 cents. 


HOTEL MAID: 


If you require special services, 50 
cents a day; $1.00 if she does a lot of 
cleaning up on her own time. 


HOSTESS IN HOTEL 
RESTAURANT: 


If she gets you a particular table and 
oversees your service, $1.00 a week. 


WAITER: 


A dime up to 65 cents; and 15-20 
per cent after that. 


COCKTAIL LOUNGE: 


10 cents a drink at the bar. When you 
are with a group at a table, 10-15 per 
cent. 


BAGGAGE PORTER: 


If rates are not listed on the baggage 
checks, 25 cents a bag is enough. When 
there is a stated minimum 10-15 cents 
extra is expected. 


AIRLINE PORTER: 
A quarter. 


PULLMAN PORTER: 


75 cents to $1.00 per person for one 
night. 


NEWSBOY: 
An extra nickel occasionally. 


TAXICAB DRIVER: 
10-20 per cent of the meter. 


(In addition, a “thank you” and a 
smile will win extra service.) 
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DIRECTORY CHANGES 
AND ADDITIONS 


MISSION TRAIL CHAPTER 
Sunnyvale, California 
Installed May 13, 1960 
By El Camino Chapter, Palo Alto, California 


Miss Lorraine E. Anderson, President 
679 Fairmont 
Mountain View, California 


Mrs. Lois J. Holly, First Vice President 

983 Cambridge 

Sunnyvale, California 

Mrs. Mildred L. Wassner, Second Vice 
President 

248 Higdon Avenue 

Mountain View, California 


Miss Shirley Galle, Recording Secretary 
1022 Grape Avenue 
Sunnyvale, California 


Mrs. Jane H. Daly, Corresponding Secretary 


940 Menlo Avenue 
Menlo Park, California 


Mrs. Evelyn L. Kohnen, Treasurer 
1230 Fulton Street 
Palo Alto, California 


LANCASTER CHAPTER 
Lancaster, Ohio 
Installed May 14, 1960 
By Columbus Chapter, Columbus, Ohio 


Mrs, Viola Belle Starowesky, President 
605 Oakwood Avenue 
Lancaster, Ohio 


Mrs. Norma Eileen Bussart, Vice President 
130 N. Maple Street 
Lancaster, Ohio 


Mrs. Marie A. Taylor, Recording Secretary 
Boys’ Industrial School 
Lancaster, Ohio 


Mrs. Eleanore Page, Corresponding Secretary 


714 Oakwood Avenue 
Lancaster, Ohio 


Mrs. Twila Mathias, Treasurer 


224 Oak Street 
Bremen, Ohio 


UNION COUNTY CHAPTER 
Elizabeth, New Jersey 

Mrs. Harriet J. C. Walsh, President 
3 Old Farmhouse Road 

Millington, New Jersey 


Please mail to: The National Secretaries Association (International) 
1103 Grand Avenue, Kansas City 6, Missouri 


District Assistant 
Editors 


Great Lakes District, Mrs. Anne Tipner 
c/o AMA, 535 North Dearborn, Chicago 10, 
Illinois 


Northeastern District, Dorothy Lundblad, CPS 
South Eagleville Road, Storrs, Connecticut 


Northwestern District, Mrs. Velma Thompson 
R. R. No. 1, Box 221, Le Claire, lowa 


Southeastern District, Mrs. Thelma McGrath 
c/o The Courier Journal, Louisville, Kentucky 


Southwestern District, Mrs. Bernice Goodwin 
106 Vista del Mar, Redondo Beach, 
California 





NOTICE 


NSA 
ANNUAL DUES 


Payable June 1 
Delinquent 


September 2 
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TOGETHER 


When I am old and wrinkled and gray 
But still a member of NSA. 

When my fingers grow stiff from years of use 
And my eyes are weak because of abuse. 


When I am weary of the daily routine 
And long for a life so calm and serene. 

When telephone bells get on my nerves 
And I cease to worry about my curves. 


When most of my life has passed behind 

And peace and companionship I long to find. 
I know of a place where I might go 

Where it’s warm and nice and free of snow. 








That's the home where secretaries live together 
You know the saying about birds of a feather? 
Well, there we'll sit and reminisce 
So satisfied and full of bliss. 


How wonderful it'll be to have those friends 
Whose past life and yours will truly blend. 

It’s a wonderful thought to know one will care 
And your last days on earth someone will share. 





AGNES LOUISE MCGEHEE 
Dixie Chapter 
McComb, Mississippi 
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